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MEMO FOR THE RECORD:

Minimel Awards Meeting held Friday afiternoon,

290 June 1962 in the Conference Room 5 E 60, Headquarters.

e nmeeting vas chaized vy

Incentive Awards Officer and I - :cnded,

A total of 12 cases considered.
Approved - 5 Certificates of Appreciation

6 for a total of $155 Cash

Disapproved - 1

STATINTL
STATINTL

STATINTL
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29 June 1962

SUMMARY AND RECOMMENDATION FOR THE CHAIRMAN

SUGGESTION NO. 61-532: dated c
STATINTL Adm, Officer, GS-11
MS, DD/S

A, summary of Suggestion

Suggester proposed that Medical Examination Reports for employees
and dependents prior to departure for overseas be released at the
same time in order to eliminate those cases where employees were
qualified and commenced brocessing, only to be cancelled et a
later date due to their dependents! disquelification. This
bractice would aid the personnel offices concerned in their plan=-
ning and save time and money for all offices concerned,

B. Summary of Evaluation

Medical Office refused to hold up their evaluation reports; however,
the remedy seemed to be to have Form 89 (Medical History) and

Form 259 (Request for Medical Evaluation) submitted simultaneously
by the Division Personnel Officers which would assure concurrent
examinations of employees and their dependents, and achieve the
objectives proposed by the suggester,

STATINTL Mr, asked Personnel Officers in DD/P to comply and
the Medical Office insisted that both forms come in at the same time. .

As of June 6, 1962, Medical Staff reports there is a big improvement
in this situation and the problem appears to have been alleviated,

C. Recommendation of Executive Secretary

STATINTL A Certificate of Appreciation to_for pointing at a
problem that needed correction and for instigating some corrective

action, even though his own rarticular idea was declined.

D, Decision of Chairman

STATINTL

Committee Aﬁard

4%/%41/
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29 June 1962

SUMMARY AND RECOMMENDATION FOR THE CHAIRMAN

SUGGESTION NO. 62-54: dated 2 August 1961

STATINTL

STATINTL

STATINTL

STATINTL

STATINTL

STATINTL

s G5-9, Physical Security Assist.
05, DD/S

Summary of Suggestion

Suggester proposed thet Claim Form No. 1618 be sterilized for

use, thereby eliminating the present system of
reporting hospitalization claims via memorandum. This proposed
form would eliminate the need to originate a memorandum, save
man-hours in handling and expedite settlement.

Summary of Evaluation

In November 1961, Office of Security reported that suggester
had initiated the use of the sterile form at one Security Office
and the utilization of the form soon followed in all Office of
Security il offices. This form is used to process 20 to 25
cases per month in OS and has saved many wan-hours in 0S Head-
duarters Through the use of
this form, accuracy and completeness have increased, thereby
eliminating the need for follow-up inquiries. The handling of
claims has also been expedited.

Other offices canvassed reported no problems with regard to
filing of hospitalization claims by_ personnel,

Recommendation of Executive Secretary

L. Not in line-of-duty.
2. $35.00 Award based on Intangible Benefits (SLIGHT/LOCAL).

Decision of Chairman

ﬁﬁﬁdﬁﬂa

Award

CROUP 1
Excluded from automatlc
downgrading and
teclasstfication

Approved For Release 2000/09/08 : CIA-RDP80-00832A000300040001-9

CIA INTERNAL USE ONLY



25X1A

—

et

‘Approved Fof‘R‘éIeasMOOOIO%%%R: CIA-RDP80-00832A800300040001-9

29 June 1962

SUMMARY AND RECOMMENDATION FOR THE CHAIRMAN

SUGGESTION NO, 62-93: dated 8 September 1961

Approved For Release 2000/09/08 : CIA-RDP80-00832A000 g@ownsradln: a;%

» Budget Officer, Ggs-12
0s, DD/s

Summery of Suggestion

Suggester proposed a simplification of Blanket Travel Order (BTO)
procedures. Proposed the use of one blanket travel order ber cost center

bresent system of preparing individuael blenket travel orders. This pro-
cedure means that more than 300 forms are used in the Office of Security.

Suggester also proposed that the distribution requirements for all
types of travel orders be reviewed for possible elimination of copies.
Form 540 is composed of an original and eight copies with carbon inter=-
leaved and snap-out feature and under the present procedures, suggester
learned that four coples are destroyed.,

The proposed procedure would reduce over all administrative handling
costs, save man-hours and reduce printing costs., For example in the case
of the Office of Security, the number of blanket travel order forms would
be reduced to one, plus any amendments needed due to subsequent changes,

Summary of Evaluations

0S believed that adoption of the suggestion would result in reduced
costs for forms, and cleriecal work. The Office of Security reported on
31 October 1961 that 0S has already prepared 340 BTQ's during FY 62,
Further commented that thig suggestion constitutes a minor modification of
& procedure which affects Administration and Training Staff components,

051 reported on 12 December 1961 that they are adopting this system
for TIDY domestic travel only.

00, Contact Division, will use the form +o an advantage when issuing
unvouchered area travel orders for Field personnel and for Headguarters
Personnel who travel frequently.

OP does not use enough blanket travel orders +to Justify printing a
special form and the suggested form would not cover speclal provisions
needed for Recruitment Officers.

~

DD/P declined because they have relatively few travellers whose
travel falls into any pattern or routine.

Comptroller evaluates this suggestion as a refinement of an existing
procedure and has no objection to its adoption by the Office of Security.

aa'!g

dectasslficalion
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SUGGESTION NO, 62-93 (continued)

C. Recommendation of Executive Secretary

1. Not in line-of-duty.

2. $25-$35 Award based on Intangible Benefits SLIGHT/IOCAL.,

D, Declsion of Chairman

25X1A

Award

-2 -
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29 June 1962

SUMMARY AND RECOMMENDATION FOR THE CHAIRMAN

SUGCESTION NO. 62-141: dated 19 October 1961

STATINTL F, Security Officér, Gs-14

A, Summary of Suggestion

Suggester proposed the use of magnets to affix items to the walls
in the new building. Such magnets will satisfactorily hold papers,
notices, calendars and simlilar items on the metal partition walls

- without marring them. Suggestion was made orally to the Bullding
Supply Office when found that they did not carry such magnets.

B. Sumnary of Evaluation

OL noted that they found that magnets have been readily accepted
by personnel in the Headquarters Bullding, and therefore have
acquired a stock of them for the Building Supply Offices. The
metal magnets which are currently in use will not only support &
considerable amount of welght which permlts framing charts, maps,
and pictures, but they are also relatively ilnexpensive. Mounting
maps and charts on metal walls is a comparatively simple operation.
There is no damage to the wall surface nor is there any damage to
papers, maps, or charts to be mounted.

c. Recommendation of Executive Secretary

1. Not in line-of-duty.
2. $35.00 Award based on Intangible benefits.

D. Decision of Chairman

Chairman, Suggestion Awards Committee Awsard

jbuﬁ%427/?é2

Dete

s . y/ Chlitwcecac
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29 June 1962

SUMMARY AND RECOMMENDATION FOR THE CHAIRMAN

SUGCESTION NO. 62-236: dated 11 January 1962
STATINTL I Clcvk, CS-l

RID, DD/P

A, Summary of Suggestlon

Suggester proposed the use of a sorting rack for the primary
sorting of 201 Folders. It 1s a more convenient form of
handling snd saves time, as well as the life of the folders.

B. Summary of Evaluation

RID has adopted the suggestion. A test using this sorting
rack was conducted on the night shift, resulting in an expected
savings of 195 manhours annually or the equivalent of $350.

C. Recommendation of Executive Secretary

1. Not in line-of-duty.
2, $20.00 Award based on Intengible benefits.

D. Decision of Chairman

ﬂ;«@ O

ommittee Award

STATINTL

n, Suggestion/

te

——

GROUF 1
Excluded from awtomatic
downgrading and
declagstication
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SUMMARY AND RECOMMENDATIONS FOR THE CHAIRMAN

SUGGESTION NO. 62-275: dated 14 March 1962

STATINTL _ GS-11, Personnel Research

STATINTL  Dps/oc

Officer
OP, DD/S

A. Summary of Suggestion

Suggester proposed and designed the "Warning Point Level' indicator
card., This card is specifically designed for use with shelved materials
such as forms, envelopes, publications, supply items, etc., and reminds
the person responsible that the stock level has reached the predetermined
point at which a new supply must be ordered routinely.

B. Summary of Evaluations

As a result of checking various Agency offices, the following have
indicated that they will use the "Warning Point Ievel” indicator card:

OP/RSD - adopted and using. However, Line-of=duty for this office because
suggester is assigned here.

OP/FISD - using - suggester gave 25-30 copiles to them,
OL/PSD - Headquarters plant now using the form to control stocks of paper.
DDI/OCR - would use 40-50 cards., Rated very SLIGHI-LIMITED by DD/I Admin.

¢ Security _ requests 100 copies.

STATINTL Dps/os - 08 Supply B -lvcedy furnished 50 cards, estimated

STATINTL

supply for one year.

DDS/MS - Now using buff color blank card. If blue card availleble they
could use 50 per year.

C. Recommendation of Executive Secretary

1. DNot in line-of-duty.

2, $30.00 Award based on Intangible Benefits (SLIGHT~LOCAL).

D. Decision of Chairman

Award

/582

te
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29 June 1962

SUMMARY AND RECOMMENDATION FOR THE CHAIRMAN

SUGGESTION NO., 62-300: dated 18 April 1962
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, Clerk-Steno., G5-5
OP/IAS, DD/S

Summary of Suggestion

Suggester proposed that unbadged new employees be gilven an
escort through the new building when going to the cafeteria,

‘particularly during inclement weather. These new employees

then returned through the rain and sat for tests in wet
clothes all afternoon. '

Summary of Evaluation

Medical Office made the necessary arrangements., A notilce
wlll be posted on the hlack-board on railny days and an

escort will be provided for the unbadged new employees to
the cafeteria at 11:30. Office of Personnel was notified.

Recommendation of Executive Secretary

$15.00 Award.

Decision of Chairman

Chairmay, Suggestion Ay&rds Committee Award

27 ,QOM——/74V

T Pate

25X1A

25X1A

GROUP 1 1
Excluded from automatic
downghading and
tlesiassification
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CONFISERTIAL

29 June 1962
SUMMARY OF FITNESS REPORT SUGGESTIONS
25X1A SUGGESTION
AWARDS
SUGGESTION COMMITTER
NUMBER NAME SUMMARY FINAL RESULTS RECOMMENDATIONS
59-533 ] Make rating system consistent Form reflects a con-~ $20.00 Award
NE - GS~5 throughout by providing same sistent adjective ( ( ) (
number possible ratings for rating - i
25X1A each section (B, C, and D)
Decision of the Chairmen (
2 74 2~ ,@o? 0. O
Suggestion rds Cormittee ’ ate Award

61-218 1) That 2 memorandum form be 1) Already in effect Certificate of Appre-
adopted for evaluation of non- to a degree. clation for effort,
professional employees. Actually Section D was
2) That rating possibilities 2) Declined. nominally done away with.
in Sec. B be modified to show They do expect and pro-
total of 4 from which one may vided for substance of
choose and that specific duties Section D in the narra-
under Sec. B be limited to two, tive section.
primery and secondary.

3) Eliminate Sections C and D (
entirely. ’
25X1A

Decision of the Chairman

ggestion Awa

Comnittee

Approved For Release 20
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Cozr g

Award
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GRALP 1
Exclided 5tom automatic
downgrading and
declassificatien




Approved For Relea '&S?ﬁé;ﬁéﬁplcIA-RDP80-00832A000300040001-9
 iuk

Udin
SUMMARY OF FITNESS REPCRT SUGGESTIONS
25X1A
SUGGESTION
SUGGESTION AWARDS
NUMBER NAME SUMMARY FINAL RESULTS COMMITTEE
RECOMMENDATIONS
61-258 Addition of a glossary of No glossary on Form k5. Certificate of .- ‘
"Characteristics" to "Directions Appreciation becaug qtk (

for Completing Form 45, Fitness
25X1A Report.

Decision of the Chairman

#gg//?{ 2
Date

That a single scale, 1-l, 1-5,
or 1-6 be used Tor all three
sections (B,C,D) or the use of
25X1A uniform adjectival ratings, ‘

tee #Date

1) That the evaluation grades
oC - GS-12 be made to compare exactly.
2) Or that Section C be incor=
25X1A porated into Sec. B as an
average.

ecision of the Chairman

Approved For Releat@,ﬂrw A

FEEt

Adopted.

1) Adopted.

2) Declined.

C =~ 4

terms are defined
the new form even

though there is no

glossary.

fward

Certificate of
Appreciation.,

Award

Cn g

Certificate of
Appreciation
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